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Apnllf-U” Date I_ ThUC rm'is See saparate instructions for' compietion of f§ FOR RECORDS MANAGEMEWT DIVISIOR USE

October 28, 1975
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p " . letved
frome and revarse of this form. 5ign original and two copies Date Recelved Appl!clt!on fo Date Coup .

bor - s 7u-daem e o2 q

end foruard to Department of 1rehiuan and Nigtory, Attention

Records Management Officar.

AGERTY, Divist-n, Rubdivision & Administering Office Address Per-on to Coatart

Department of Natural Resources '
- Office of Administrative Services, internal audit un1t
270 Washington Street

James L. Maher

Uorulng Title Tel. R,
Atlanta, Georgia 'Mgt Ana]yst © 5674
7.RCTION REQUESTED 10 AMEND STANDARD # 74-142
m ESTABLISH DISPOSITION STANDARD; XY DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE " NO FURTHER ACCUMULATION ANTICIPATED.
g.Earliest & Latest 9. Exaéz_Serles Title ‘ _
Dates of Series

11974-1975 | NIERNAL AUDIT OPERATIONS EILE e

? JO What is the functlon of the office in which this record serles 1s created?

The Internal Audit unit is responsible to review and report on the general and fiéld
gff1ces compliance with policies and procedures established by the Office of Administrative
ervigess

11. This file contains the follow1ng documents (1nclude form numbers and tltles, if any,
and flle arrangement ). S

Documents relating to: conducting and report1ng the results of aud1ts of the general
. and field offices.

. Included are: Internal Audit Reports, -corréspondence, memorandums, trip 1nt1nerar1es,i
2 : work sheets and drafts, and a1l other material related to conducting and
reporting on internal audits. :

iFile is arranaed: chronologically by fiscal year; thereunder alphabetically by activfty.
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* PAGE 2
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QUESTIONNAIRE riece an " in the proper column. If apaver i4 "YES," plense expiatn YES™ NQ
13. Is this the Record Cogy_of the series? ‘ . i [x] [1
14. Is there a duplication of this' series in another office or agency? . N O B 'Y
[
15. Is the information contained in thls series ever summarlzed or publlshed? [ 1 [x]
Attach copy of summary or publication. :
16. Does the series contaln c1a551f1ed 1nformatlon requlring securlty handl1ng9 01 X
17. Does the series initiate, amend or terminate agency policies and procedures?ﬁ.‘ ’[X] [ ]
18. Could the function be performed if the files were lost or destroyed? (X1 11
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record serieg provide data as input to an EDP file? - [ 1 (X
21. Does the record series contain documentatiqn produced as EDP printout? ) o] .[X]
22. Has the Federal Government issued instructions governing the retention/dispo- .[ 1 [X]

sition of these files?

-

23. Will there be & need for these records 10, 15 years from now? If yes, what? -;;[ 1 [X]

——— e

2h. REQUIREMENTS. The following requires the files to be kept (See below)

a.[]STATE b.[]STATUTE OF c.[]AUDIT  4.[]FEDERAL e.[DQADMINISTRATIVE f.[)HISTORICAL

LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

of each -[)JCALENDAR YEAR -[]FISCAL YEAR ~[ROTHER ‘ | ,then:

Hold in the current files area ' . month(s)/ year(s):

Transfer to [ ] State Records Center [ ] Local Holdlng Area, hold year(s)
Destroy. I S - i

Transfer to State Archlves for permanent retentlon )

Destroy immediately after cut-off.

e ee—ee—— e
T L e et el

XA Other: (Specify) A. TInternal Audit Report File: Retain in current files area until
follow-up audit on facility is completed; place superseded audit
report in inactive f11e cut off 1nactive file each f1sca1 year;
destroy inactive file,: -: \ : o end A of

. , 3 EW

B. Interna] Audit Office Administrative File: Cut off f11942a ‘

fiscal year; hold in current files area 1 yeary transfer to

~State Records Center; hold 1 year; " then destroy o
= aaflont OFF (Signat ’ - “r--
L agpent Offjper (Signature pﬁm} OTHER REQUIRED SIGNATURES DATE
.Aecomméndations [Agency Head/Destgnee N (¢ hﬂ;’é ‘ 68@ | i-3.18 |
in paragraph 25 Approved Disapproved _ | ]
are: Auditor/Designee . \ ]
[}i’ﬂ;proyed I 1 Disapproved AL~ 12-1)-

[STATE RECORDS [§rliSecxetek of State/Designee | )
e LT St [ T tisaparoved) (arratl g /2-1¢-74]

Attorhey General/Designee _ s
Approved Disapproved //i;ZLéff‘jﬁiiiLiLiL__ ) 2157
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STATE ) - OFFICE OF SECRETARY OF STATE PAGE
oF Application for DEFANTNERT OF aRCRIVEE & EISTORE .
ceorgls RECORDS DISPOSITION STANBARD ~  wscorvs mamcanesr srvrston
1 ,Arpiicaticn Date nm‘uurr INSTRUCT HONS - See ssparate ingtructions for completion of f§ FOR RECORDS MANAGEMENT DIVISION USE
. 5/3/1974 front and reberss of this form. Sign original and two copies Date Recelved ‘““"“”?\"“' " Date Complrted
D, Asency Application %o. and forvard to Department of Arehives and History, Attengion: MAY -3 !&1974 17‘_‘ - ‘q ?_MAY 20 1974
Records uanaa-nnu: of:;:-r . . . )
Acucy Divisfon, Subdivision & Administering Office Address o _P"lnn to Contact
Department of Natural Resources ' ; _
Office of Administrative Services Mr. Marvin Massey
270 Washington Street, S.W. T AT T
Atlanta, Georgia 30334 | Internal Auditor  |%56-2775
7.ACTION REQUESTED .
Eﬂ ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.

8

.Earliest & Latest 9. Exabt Series Tltle

Dates of Series
1970-date INTERNAL AUDIT REPORT FILE

0.

What is the functlon of the office in which this record series is created?

1

The Office of Administrative Services provides centralized administrative services
for the Department in the areas of accounting, personnel, and general services which
includes budgeting, purchas1ng, property control, records management, and general
office services.
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11.

and flle arrangement) I
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1 cumen 5=re1at1ng the réview find report of acceunt1ng prodedures 1n—the géieral

This file contains the following documents (include form numbers and titles, if any,

fice Qg field uh1tg*of the Depargment e ‘ R , .

1 .

Inc]uded are mem‘d‘randums, rece1pts -repo ts, - recoﬂ;ﬂmtmns, and feraous adm'lm?t'ratwe :
latid accounting documents used in the interanl auditing procedure..

F11e is arranged b fiscal g,.-, thl e e a]phabet1ca11y by unit of or1g1n
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QUESTIONNAI RE Place 88 "x" in the riroper =olu-.n-:. 1; ansver {3 “YES," plesse up'l:l_:"”——; = ‘?'Es’s N?j-;::
13. Is this the Record Cop% of the series? | | o Ikl I
1k. Is there a duplication of this series in another office or agency? . & | [ 1 [x]

. P
) : {
15. Is the informetion contained in this series ever summarized or published? (x] [ ]
Some information in this series is used to prepare the State audit report.
16. Does the seriés contain classified information requiring security handling? [ 1 [X]
1T7. Does the series initiate, amend or terminate agency policies and procedures? [ 1 [X]
18. Could the function be performed if the files were lost or destroyed? fx] [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record series-brovide data as input to an EDP file? [ 1 [X]
21. Does the record series contain documéntation_produced as EDP printout? [ 1 [X]
22. Has the Federal Government issued instructions governing the retention/dispo- .[ ] [X]

sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes, what? [ 1 [X]

X,

2k. REQUIREMENTS The following requires the files to be kept 2 3 years :

a.[JSTATE b.[]STATUTE OF c.KJAUDIT  4.[]FEDERAL e.[JADMINISTRATIVE f.[JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE

M te Temy. Statute . nn Athon vonem_ Fan +ha ‘-ﬂf\*’-r“/'*;.nw A A A s L

s

(see below)
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25. AGENCY RECOMMENDATIONS. This ‘agency recommends that the file series be cut off at the end

of each -[]CALFNDAR YEAR -KIFISCAL YEAR -[]OTHER 7 - ,then: &

) i ) _ ( . :'f -l ' i

) . ,‘: -- i‘ : = - E._ : v“ j- .

. Hold 4n CFA 2 years or until State audit and internal audlt proceé“ﬁres i

1 are c0mp1eted “whichever is later; Then destroy.H;‘ : - 1 .
e - R ’ L | —7§ ' =
LT - &Y - . i . ? = i
i; Ef " . 'i . . " . ﬁ

Record ser1e§ must .be reta1ned until both the State aud1t and 1nterna1 aud1t procedures
are completed.

(Indicate briefly rationale for recommendations above/or write additional remarks):

Fecords Hanagenent g ficer | ”g”“tm’[;/l’% OTHER REQUIRED STGNATURES DATE
26. R mendations [Agency Head/Designee o D ' sf// —
it paragraph 25 Approved Disapproved 4 Y _ 3/1¢
are: ate Auditor/Destgnee . \ ' '
' [v1 Approved [ ] Disapproved | 5-19-74
STATE RECORDS 2B Secr State/Deaignee R
COMMITTEE Appirdv Disapproved W&Q 5 -1¥-7
ttorney General/Designee J/éj/’ CZfiZ:JLJL/ - i’
‘Approved Disapprove 1&&?;;;k}/ ) {ujﬂg:jZf:
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